Text book Assi gnnent:

ASSIGNMENT 1

t hrough 1-55

"Shop Organi zation and Admi nistration,” chapter 1, pages 1-1

1-1.

1-2.

1-3.

1-4.

1-5.

1-6.

What acronym designates itens that
are mssing, lost, stolen, or
recover ed?

The SSIC refers to which topic?

1. Stolen property

2. Cassified nateri al

3. Copyrighted nateri al

4. Subject identification code

Wiy is it inmportant to understand
the obligations of the shop to
provide support to other units?

1. To order supplies

2. To schedule liberty

3. To extend the inportance of the
gr aphi cs shop

4, To effectively admnister,
manage, and supervise

If you assumed the LPO position of
a shop receiving poor service from
a support shop, which shop
attribute should you exam ne?

1. Wbrk | oad

2. Work environnent

3. Liberty schedul es

4, Creditable outgoing services

Wirk agreements with external wunits
i mpact on which aspect of the shop?

1.  Supplies

2. Location

3. Billeting

4. Physical environnent

Agreenments with units that define

reoccurring services and financial
rei mbursenment do NOT i nclude which
type of agreenent?

MBDS
MOA
MoU
| SA

PwroE

1-7

1-8

1-9

1-10

1-11

1-12

Why shoul d you | ocate reproduction
and storage areas away from work
areas?

1. Conveni ence

2. Tenperature variances

3. Elimnate distractions
4, Eli m nate visual clutter

Noi se should be mnimzed in the
wor k ar ea.

1. True
2. Fal se

Vi ch of the follow ng |ight
sources i s NOT considered steady
and readily avail able?

Desk i ght

Di rect sunlight
Overhead 1ight

Fl uorescent |ight

oo

In assessing an effective graphics
shop, which factor nust be planned
intentionally?

1. Noise

2. Safety

3. Billeting

4. Personal space

If an instruction regarding the
function and use of the graphics
shop does not exist, what should
you, as LPO, do?

1. Consider it unnecessary
2.  Consider it wuninportant
3. Create one

4. lgnore it

Why is it inportant to gather and
review instructions that pertain to
the graphics shop?

1. As reference material

2. I nstructions change
periodically
3. Instructions govern shop

procedur es
4.  Each of the above



1-13.

1-14.

1-15.

1-16.

1-17.

1-18.

1-19,

1-20.

Which instruction is the GCGovernnent
Printing and Binding Regul ation?

1. JCP No. 26

2. NAVSO P-35

3. NAVPUBI NST P-2002
4. NAVPUBI NST 5600. 44

Qui dance for using copyrighted
material is found in which
i nstruction?

1. SECNAVI NST 5603. 2
2. SEVNAVI NST 5290.1
3. SECNAVI NST 5870.5
4. SECNAVI NST 5600. 20

As an LPO, which instruction should

you follow when witing subordinate
eval uations?

BUPERSI NST 1610. 10
BUPERSI NST 1610. 9
OPNAVI NST 5510. 1
DODI NST 4000. 19

P

VWi ch instruction outlines
entitlenent, funding, and allowance
lists for the shop?

1. JCP No. 26

2. DODINST 4000. 19

3. SECNAVI NST 5600. 20
4. NAVPUBI NST 5600. 44

When do you use the Copier
Production Log?

1. To produce large quantity
2. To produce snall quantity
3. To elimnate job orders
4. To expedite job orders

VWhen do you mmintain the Copier
Production Log?

1.  Every hour

2. Twice a day

3. At the end of the day

4, Every time a copy is made

You display copier linmtations at
the copy machine on which type of

1 Job Log

2 Copi er Production Log

3. Econonical Copying Log

4 Reproduction Production Log

When tasked with producing a ship
or station newsletter, which
instruction should you consult?

NAVPUBI NST 5600. 42
NAVPUBI NST 5603. 10
NAVPUBI NST P-2002
NAVSEAI NST 4570. 3

o

1-21

1-24.

1-25.

1- 26.

1-27.

A job order arrives requesting a
sign that you know to be in the
supply system which action should
you take?

1. Accept the job

2. Reject the job

3. Throw the job order away

4 Return the job order to the
requester citing supply
ordering data

According to OPNAVNOTE 5290,
animation is NOT acceptable as an
alteration to DOD inagery.

1. True
2. Fal se

VWhat is the primary purpose of the
instruction on Naval |naging
Program (NAVI MP) Policy and
Responsibilities?

To mininze shore duty

To elimnate snall shops

To outline shop functions

To centralize visual inagery
activities

el o

Wi ch chapter of the Navy security
manual identifies marking
procedures?

1. Chapter 8
2.  Chapter 9
3.  Chapter 10
4, Chapter 11

Wi ch chapter of the Navy security
manual covers the topics of

printing, reproduction, and
phot ographing nmaterial?

1. Chapter 11

2. Chapter 13

3. Chapter 14

4, Chapter 16

Before reproducing a local form
what shoul d you check?

1. The designator for an approved
current form

2. The local forns coordinator
signature

3. The administrative officer
signature

4, The originator’'s signature

What is the purpose for annual
sight inventories on custody card
items?

To discover discrepancies

To learn shop capabilities

To drill inventory procedures
To check custody card

si gnatures

:l>()k.)l\.)!A



1-28

1-29

1-30

1-31

1-32

1-33

1-34

Which is correct formfor reporting
M.SR itens?

1. DD Form 200

2. DD Form 844

3. OPNAV 5213/18

4. OPNAV 5213/19

Who is held liable for copyright
i nfringenent or violations?

You

The shop LPO

The departnent head
The user activity

ol

The word Navy in gothic letters is
what type of official identifier?

1. Departnent sea
2. Activity seal
3. Logotype

4.  Enbl em

Navy shops may print all EXCEPT
whi ch cerenpnial printed material ?

1. Change of Command invitations
2. CPO Dining-ln invitations

3. CPO Wedding invitations

4.  Command picnics

Information to conplete the annua
Visual Information (VI) report
shoul d come directly from what
source ?

The OPTAR

The job | og

The copier |og

The reproduction production | og

Moo

It is your right and duty to be
awar e of hazardous material in the
work space for what reason?

1. To properly perform PMS

2. To mninze danages to you and
your coworkers

3. To mmintain adequate storage
for material onboard

4, To select non-hazardous
materials as substitutes

Which of the following actions will
reduce the wasting of materials in
the shop?

1.  Curbing loans or giving
suppl i es away

2. Using limted shelf life itens

3. Correcting abuses

4 Each of the above

1- 35.

1- 36.

1-37.

1- 38.

1- 39.

1- 40.

1-41.

Regul arly inventoried supplies and
projected supply expenditures
conbined with which attribute will
gui de your decisions in ordering
suppl i es?

1. Conmon sense

2. Supply connections

3. Mathematical prowess

4. Supply system know edge

When do you use the first in/first
out method of storing supplies?

1. Wen the material is small

2. Wen the material is large

3 Wien the material is light
sensitive

4, \Wen the material has tinme or
tenperature sensitivity

What is the naxi mum dol | ar anount
of a purchase on an energency
requi sition signed by a supply
corps officer?

1. $100
2. $500
3. $1,000
4. $1,500

What is the purpose of an
Qperational Target (OPTAR)?

1. To log print jobs

2. To log job orders

3. To track supplies ordered

4, To track shop long term goals

Which attributes are characteristic
of a well run effectively
supervi sed shop?

1. Professional work ethic and
hi gh quality output

2. Coordinating

3. Planning

4 Trai ni ng

Dividing a job into nmanageabl e
tasks is a function of which
supervisory skill?

1. Pl anning

2. Organizing

3. Supervising
4.  Coordinating

Wi ch is an advantage of assenbly
line production?

Pride in acconplishnent
Devel opnent of skills
Rapi d production

Seeing the big picture



1-42.

1-43.

1-44.

1- 45.

1- 46.

1-47.

1-48.

Determining if material to do a job
is onboard and if the shop
environnent is ready are part of

whi ch supervisory skill?

1. Pl anning

2. Organizing
3. Supervising
4. Coordinating

Ef fective supervision is being
supportive w thout doing which of
the follow ng?

Stifling creativity
Maki ng suggestions
Provi di ng feedback
Moni tori ng

e

I f praising a worker should take
place in public, criticizing a
wor ker should take place when?

1. In public

2. In private

3. At quarters

4. In the LPOs office

As an LPO, you have direct input
into which form of tangible
f eedback?

1.  Awards

2. Evaluations

3. Assignnents

4, Each of the above

What shoul d you consider when
notivating your workers?

Your crew
Personal gain
Your popularity
Shop reputation

BWNE

Cuts in shop funding and billet
structure may be traced to what
type of previous reporting
practices?

1. Inaccuracy

2. Late reports

3. Msrouted reports
4. Reporting failures

As the shop LPO, you are
responsi bl e for which aspect of
tralning?

Witing a training manua
Witing a training program
Maki ng references avail abl e
Making training record entries

oo

1-49

1-50

1-51

1-52

1-53

1-54

1-55

1- 56.

VWhat additional information should
appear on a job order?

Wio picked up the job and when
The name of the departnent head
The name of your departnent

The name of your division

of ficer

B

How | ong should you retain a job
order in the file?

1. Until the job is conplete
2. Until the new fiscal year
3. Until the end of your tour
4. Until the new cal endar year

As an LPO, what are you |ooking for
when you review a job request?

1. A due date
2. An originator’'s name
3. An originator’s phone nunber
4. Accurate and conplete
i nformation

Why shoul d you consider the
information on a VI report when
creating a local job order forn®

To match up all paper work

To sinplify data collection

To provide records for an audit
To exercise good nanageri al
practices

PO

You will find guidance for
designing a job request formin
whi ch instruction?

1. SECNAVI NST 5870.5
2. SECNAVI NST 5290.1
3. OPNAVI NST 5290. 1
4. OPNAVNOTE 5290

You should log jobs entering the
shop into which type of |o0g?

1. Job Order Log

2. Copier Production Log

3. Reproduction Production Log
4. Economical Copying Limt Log

What does the job log contain that
makes it an invaluable reference
for predicting shop trends?

1. Names

2. Dat es

3. I nstructions

4.  Shop history

What external factor will ruin a

beautifully executed product?

1. Poor customer service
2. Signing a job order
3. Tine of day
4. A bad nood



1-57.

1-58.

1-59.

1-60.

A goal that you should strive for
in custoner service relations is
whi ch of the follow ng?

Deferring the customer

Decei ving the customer
Satisfying the custoner
Acconmodat i ng the custoner no
matter what

e

A customer asks for an inpossible
task, as LPO what nust you do?

1. Quide himher as a professional
2. Throw himher out of the shop
3. Accept the job anyway

4 Reject the job

Way shoul d you have outgoing jobs
quality control inspected?

1. To make sure they are what the
cust oner ordered

2. To maintain shop reputation

3. To estinate supplies expended

4, To evaluate worker skills

Way should LPGCs rotate the
assi gnnent of soneone to inspect
conpl eted jobs?

1. To prevent boredom

2. To cross train workers

3 To increase a worker’s work
| oad

4, To decrease a worker’'s work
| oad

1-61.

1-62.

When, if ever, should a quality
control inspector mark on an
original?

1. Wen the marks will not be seen
2. \Wen the original wll
obviously need redrawn

3. Wien the marks will not
phot ogr aph
4, Never

What two things should a quality
control inspector have before
eval uating artwork?

1. A knife and a waxer

2. A knife and a nonphoto bl ue
penci

3. A copy of the original and a
red pen

4, A copy of the original and a
set of standards

*U.S. GOVERNVENT PRINTING CFFICE: 1997 - 532 - 161 / 60012






STUDENT COMMENT SHEET

THIS FORM MAY BE USED TO SUGGEST IMPROVEMENTS, REPORT COURSE ERRORS, OR
TO REQUEST HELP IF YOU HAVE DIFFICULTY COMPLETING THE COURSE.

NOTE: IF YOU HAVE NO COMMENTS, YOU DO NOT HAVE TO SUBMIT THIS FORM.

Date
FROM:
RATE/RANK/GRADE, NAME (FIRST, M. 1., LAST)
DSN:
Commercial:
STREET ADDRESS, APT # FAX:
INTERNET:

CITY, STATE, ZIP CODE

To: COMMANDING OFFICER
NETPDTC CODE N313
6490 SAUFLEY FIELD RD
PENSACOLA FL 32509-5237

Subj: ILLUSTRATOR DRAFTSMAN 1 & C, VOLUME 1, EQUIPMENT, NAVEDTRA 82720

1. The following comments are hereby submitted:

PRIVACY ACT STATEMENT

UNDER AUTHORITY OF TITLE 5, USC 301, INFORMATION REGARDING YOUR MILITARY STATUS IS
REQUESTED TO ASSIST IN PROCESSING YOUR COMMENTS AND IN PREPARING A REPLY. THIS INFORMATION
WILL NOT BE DIVULGED WITHOUT WRITTEN AUTHORIZATION TO ANYONE OTHER THAN THOSE WITHIN DOD
FOR OFFICIAL USE IN DETERMINING PERFORMANCE.

NETPMSA 1550/41 (Rev. 1-96) 7



.....(Fold along dotted Use

~.....(Fold along dotted tine)

DEPARTMENT OF THE NAVY

COMVANDI NG  OFFI CER
NETPDTC CODE N313

6490 SAUFLEY FI ELD RD
PENSACOLA FL 32509- 5237

OFFICIAL BUSINESS

COMMANDING OFFICER
NETPDTC CODE N313
6490 SAUFLEY FIELD RD
PENSACOLA FL 32509-5237



NAVEDTRA 1430/5
Stock Ordering No. 0502-LP-216-0100

PRINT OR TYPE

TITLE NAVEDTRA
NAME ADDRESS
Last First Middle Street/Ship/Unit/Division, etc.
City or FPO State 2ip
RANK/RATE SSN DESIGNATOR ASSIGNMENT NO. DATE SUBMITTED

[] USN [] USNR [] ACTIVE [] INACTIVE OTHER (Specify)

SCORE

1 2 3 4 1 2 3 4 1 2 3 4
T F T F T F
,000oo 0000 20000
., 0000 »0000 0000
0000 » 0000 0000
,0000 » 0000 0000
0000 »x0000 0000
, 0000 20000 w000
,0D0D00 20000 0000
0000 0000 w0000
, 000D 0000 0000
w1000 0000 01000
20000 w0000 20000
,00D00 0000 20000
0000 20000 0000
w0000 »0000 w0000
0000 w1000 1000
w0000 20000 w1000
, 0000 L0000 0000
w0000 0000 w0000
w0000 0000 - 0000
»0000 0000 20000
20000 w0000 20000
0000 20000 0000
0000 w0000 0000
0000 » 0000 0000
0000 20000 0000

THIS FORM MAY BE LOCALLY REPRODUCED
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